
Podcast Essentials
Previously known as audio blogging, podcasts have been around since the 1980s, but just 
recently had a resurgence with help from our smartphones. Podcasts have become a great 
source of information and entertainment, and can also create a sense of community among 
loyal listeners. Now, people listen to podcasts on a wide variety of topics, especially while 
driving and traveling.

What is it? 

Why does it matter? 
In recent years, we have become accustomed to a constant flow of content in our lives 
across multiple devices and platforms. In fact, 50% of all US homes are podcast fans, 
according to a 2017 Nielsen report. Since 2014, smartphone podcast listeners have 
increased by 157%. A large amount of listeners tend to skew towards millennials, 44% are 
between 18 and 34 years old and 57% hold a bachelor's or graduate degree. Podcasts 
have shown to be easy and digestible, making it effortless to multitask while listening to 
them. Most importantly, Podcasts offer a way to reach new audiences for businesses, are 
highly engaging and improve public speaking skills. 

52% 
listen while 
driving

46% 
listen while 
traveling

40% 
listen while 
walking, running, 
or biking

37% 
listen while 
commuting on 
public transport

32% 
listen while 
working out

Building Communities
Podcasts build lasting relationships with listeners by offering them an inside look at the 
people behind the brand and company. People listen to podcasts because they have 
something in common with the speaker and what they represent. Podcasts can build 
trust which leads to higher conversion. Most importantly, podcasts are a great place to be 
authentic and connect to audiences on a deeper level. 



How-To: The Basics

Generating Content
• Creativity – When reviewing your content, 

approach it with the eye of your audience. 
“What would they want to hear? What 
would they find interesting? How is the 
content unique?” 

• Expertise – Do your research and become 
an expert. Knowledge breeds confidence 
and confidence carries an audience.

• Passion – Choose content that you are 
passionate about. Your enthusiasm will 
carry over and engage your audience.

Choose your hosting site
• There are many hosting sites to choose 

from for your podcast, such as Libsyn, 
Soundcloud, and TuneIn. 

• Research each hosting site to see which is 
best suited for your needs. 

For example, if your goal is to ultimately 
host on iTunes, the hosting site should 
create an RSS feed that will let you easily 
transfer your content.

First, decide the format, then 
your content
• Podcasts take a wide variety of forms, 

including one-man shows, cohosts, guests, 
etc., but it’s recommended that a show 
involves two or three hosts. 

Organize Your Equipment
You will need: 
1. Computer and microphone: A USB 

microphone will work. If mulitple hosts, 
microphones with XLR output are needed.

2. Audio Interface and Mixer
3. Pop Filter/ Windscreen: to greatly minimize 

or prevent plosives.
4. Closed-back Headphones and 

Headphones Amplifier
5. Shock Mount: to prevent or minimize 

unwanted sounds.
6. Acoustic Treatment: to help minimize echo 

or reverb
7. Editing Software: For beginners, we 

recommend using Audacity or Garageband. 
They’re both free and relatively easy to use 
and learn. 

8. SD Card: Having extra storage is important! 



Best Practices 
Stay on message
• Know your audience/target market. 

• Be organized in the messaging that is to be 

delivered. 

• Use notes and an outline to keep the show 

on topic.

Ensure Success 
• Submit your podcast to popular directories 

so your podcast can reach a greater 

audience. 

• Have the proper web server technology 

that can handle delivering the content 

quickly and be able to handle the server 

bandwidth issues. Don’t underestimate the 

importance of this critical point. 

• Have an experienced podcasting 

consultant design and map, and be sure 

to oversee the entire process to ensure 

success the first time. This will ensure that 

you will achieve maximum market impact 

with this new media format. Your audience 

will not be forgiving of a poorly executed 

podcast strategy. 

Stay Organized
• Use proper tagging of Metadata so your 

podcast can be easily found by podcasting 

software and directories. 

• Ensure that the RSS feed for the podcast 

is valid and in compliance with the 2.0 

standard. Additional functionality is required 

for Apple iTunes.

Quality over Quantity 
• Edit show appropriately for both content, 

quality and length

• Deliver valuable, informative, engaging 

and entertaining content that your listeners 

can’t get from any other media. 

• Ensure good quality audio by using proper 

recording hardware and software. 



How to Get the Word Out
Create High-Value Show Notes 
for SEO, Links and Sharing
• After you’re done recording an episode and 

getting ready to release it, add your show 

notes onto your site to let your audience 

know about the upcoming episode and to 

give them a link to find it. Use notes and an 

outline to keep the show on topic.

Go on other podcasts yourself
• To do this, get in the habit of reaching out 

to go on podcasts regularly.

• Make a spreadsheet of all the podcasts in 

your niche.

• Find their contact info.

• Each week, reach out to a few of them 

with a pitch for why you should go on their 

show.Repurpose Your Episodes to
Promote on Other Platforms
• Once you’ve recorded a podcast episode 

and uploaded it to your provider, there are 

a number of ways you can use that same 

audio on other platforms to help promote 

your podcast.

Increase Your Ranking with 
Reviews 
• Find your podcast via iTunes, Stitcher and 

other podcast providers by getting more 

reviews. Where you show up in these hosts 

is a combination of how many reviews you 

have and how many downloads your show 

is garnering.

Feature Guests with an
Audience
• This can be especially effective in the early 

days of your podcast since it provides 

both some initial exposure and also some 

social proof of the quality of the show 

you’re putting on. Higher caliber guests that 

listeners recognize are a good sign that 

you’re going to be producing a high-quality 

show.

Submit episodes to
aggregators and message
boards
• In addition to promoting each new episode 

you release to your own audience, you 

can also promote it to other audiences that 

are open to interesting articles, videos, 

podcasts and other media.



Hosting Podcasts

1. Create an RSS feed for your podcast (uploading to other sites such as Libsyn will 

automatically create a feed) 

2. Click on Submit a Podcast to the iTunes Store

3. Enter your feed URL and other information

4. Click Submit

• The review process is typically 24-48 hours. Three-five days after approval, people can 

begin searching and finding the podcast. 

Benefits of hosting podcast on iTunes:

• When you create and submit podcasts, you join thousands of public and commercial 

broadcasters, renowned celebrities and independent podcasters in Apple Podcasts. With 

your podcasts in Apple Podcasts, users can easily find and enjoy your content in iTunes on 

their computer or using Podcasts on iOS:

a. iTunes allows users to subscribe or play podcasts on their Mac or PC.

b. Podcasts allows users to subscribe or play podcasts on their iPhone, iPad, iPod touch, 

Apple TV or HomePod.

1. Set up an RSS feed for your SoundCloud podcast

2. Adjust the content settings

3. Submit your SoundCloud podcast feed to other distribution platforms

4. Add your SoundCloud RSS feed to your social media networks

Benefits of hosting podcast on SoundCloud: 

• Free to use but includes paid plans with more features

• Simple and accessible to everyone

• Embeddable player for on demand or downloads



Hosting Podcasts
1. Pay monthly audio hosting fee and select hosting plan

2. Go to the Libsyn Classic Feed, click Edit and fill everything out

3. Click save and go to show settings and do the same thing

4. Go to FeedValidator, copy and paste your Libsyn Classic feed into the search bar and click 

validate

Benefits of hosting podcast on Libsyn:

• Unlike most hosting sites, which can only broadcast your RSS feed to all of the directories, 

Libysn offers the ability for you to publish your content to specific directories which enables 

you to appeal to specific audiences. This allows you to be unique and offer something 

special or exclusive to certain target audiences of your listeners.

1. Go to Spotify for Podcasters and log in to your Spotify account, or create one if you don't 

already have one

2. Select "Get Started" on the "Submit your podcast" page

3. Enter your RSS feed into the provided box and select "Next." Your podcast title, artwork 

and description will all appear on the right side of the page

4. On the "Add podcast info" page, select your country, language, category and hosting 

provider and press "Next"

5. Review your podcast details and select "Submit"

• It may take as long as 2-5 days to appear on Spotify, but most podcasts appear within just 

a few hours. Note: Spotify does not contact you when your podcast has been added.

Benefits of hosting podcast on Spotify: 

• Reach more listeners: millions are listening to podcasts on Spotify, via iOS, Android and 

more.

• See daily results: learn more about who’s listening and from where—without delay.

• Boost discovery: add categories to help more people find and love your episodes.



For more information, please reach out to the H+K Digital Team via email: digital@hkstrategies.com.

Stepping outside the office 
into the world of podcasting
The Challenge
Help Vanderbilt’s Nicholas S. Zeppos communicate effectively on a campus 
increasingly driven by social media platforms.

What We Did
• Created the Zeppos Report, a regular podcast in which Chancellor Zeppos 
interviews VU leaders, newsmakers, faculty, staff, students, alumni 
and others to provide meaningful insights on current issues and trends, 
from politics to pop culture. 

• Provided a strategic opportunity to highlight VU’s mission and faculty, and to 
position the chancellor as a thought leader around timely topics

• Lightly produced so that listeners feel as though they are at the table
• Available on SoundCloud, YouTube and Google Play
• Promoted across VU’s social channels, including Twitter and Facebook

Results
The response was quick and positive, and the podcasts continued into 2018. 
As a local US congressman told the chancellor, after listening to the podcasts 
on a plane trip to Washington from Nashville: “You’re really onto something. 
The interviews were thoughtful, engaging, and fun!”


